Inspectors General Checklist

	CAREER PLANNING PROGRAM 1040


	This checklist is applicable to all levels from the Battalion/Squadron to the CG and affects every type of command unit (Air, Ground, Logistics, and Installations).
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	Choose an item. 
Discrepancies:        Findings:      
	

	Overall Comments:  Place Here            

	Subsection 1 – CAREER PLANNER 

	0101
	Does the Career Planner have an assigned office that is readily accessible, private, and not susceptible to frequent interruption by daily activity?
Reference: MCO 1040.31, chap 2, par 4a; MCO 1040R.35, chap 3, par 8


	Result	Comments 
	0102
	Does the Career Planner have additional duties that either compromise the Career Planner's position or require the preponderance of their time?
Reference: MCO 1040.31, chap 2, par 7d; MCO 1040R.35, chap 3, par 6


	Result	Comments 
	0103
	Is the Career Planner and/or Collateral Duty Career Planner assigned 
in writing?           	
Reference: MCO 7220.12P, par 4; MCO 1040.31; MARFORRES FPL 14-11


	Result	Comments 
	0104
	Does the Career Planner, parent or host command, track and maintain responsibility of Fleet Assistance Program (FAP) and temporary additional duty (TAD) Marines to ensure that the best interests of the individual and the Marine Corps is served?
Reference: MCO 1040.31, chap 1, par 3b(1)(d)


	Result	Comments 
	0105
	Is the Career Planner familiar with restrictions affecting service limitations?     
Reference: MCO 1040.31, chap 4, par 10; Current MARADMIN (Enlisted Active Duty Service Limits and High Year Tenure);
MCO 1040R.35, chap 5, sect 2, par 1; MCO 1001.52J, chap 3, par 9


	Result	Comments 
	0106
	Does the Career Planner understand the current FY Enlisted Retention Campaign Plan?
Reference: Current FY Retention Campaign Plan (MARADMIN); Current TFRS Messages


	Result	Comments 
	0107
	Does the Career Planner understand their responsibilities when 
Marines sell back leave in conjunction with a reenlistment or extension?
Reference: MCO 1040.31, chap 4, par 1


	Result	Comments 
	0108
	Does the Career Planner maintain the individual case files in the required six sections?   
Reference: MCO 1040.31, chap 6, par 1b


	Result	Comments 
	0109
	Does the Career Planner maintain the career planning contact record
and the individual case file for the current fiscal year, to include the  previous two fiscal years?           	
Reference: MCO 1040.31, chap 6, par 1d; MCO 1040R.35, chap 8, par 6d(4)


	Result	Comments 
	0110
	Are the contact records maintained in the open, working, and closed
binders?           	
Reference: MCO 1040.31, chap 6, par 1a(4); MCO 1040R.35, chap 8, par 6d


	Result	Comments 
	0111
	Does the Commanding Officer properly delegate, in writing, the authority to conduct Commanding Officer EAS interviews, when applicable?
Reference: MCO 1040.31, chap 3, par 1g


	Result	Comments 
	0112
	Does the Commanding Officer conduct all Commanding Officer EAS
interviews where the Marine is receiving a Reenlistment Eligibility (RE) code other than RE-1A?
Reference: MCO 1040.31, chap 3, par 2b(3)(d)


	Result	Comments 
	0113
	Does examination of the Interview Management System and/or Career Planning Contact Records reveal that the Commanding Officer is making reenlistment recommendations and assigning appropriate reenlistment eligibility codes?
Reference: MCO 1040.31, chap 3, par 2b(3)(d); chap 6, par 1a(2); app d; MCO 1900.16 W/CH 2, Appendix I; MCO 1040R.35, chap 5, par 4a, and fig 5-5


	Result	Comments 
	0114
	Does the Interview Management System and/or Career Planning Contact Records show any overdue interviews?	
Reference: MCO 1040.31, chap 3, par 2b; MCO 1040R.35, chap 8, par 3


	Result	Comments 
	0115
	Does the Interview Management System and/or Career Planning Contact Records show any missed interviews?   	
Reference: MCO 1040.31, chap 3, par 2b; MCO 1040R.35, chap 8, par 2b


	Result	Comments 
	0116
	Does the Career Planner provide information on Marine for Life, benefits of joining/staying Selected Marine Corps Reserve, and the requirement to attend Transition Readiness Program to Marines (during the EAS/RECC interview) who will not reenlist?
Reference: MCO 1754.8A, chap 1, par 4c(2)e; MCO 1040.31, chap 3, par 2b(3); MCO 1040R.35, chap 8, par 3f;  ALMAR 068/02; Current MARADMIN (Enlisted Active Duty Service Limits and High Year Tenure)


	Result	Comments 
	0117
	Does Career Planner properly demonstrate the use of a voluntary (unscheduled) interview in the Interview Management System and/or Career Planning Contact Record?	
Reference: MCO 1040.31, chap 3, par 2a; MCO 1040R.35, chap 8, par 2b


	Result	Comments 
	0118
	Does examination of the Interview Management System and/or Career Planning Contact Records reveal that the Career Planner is advising Marines on career enhancement/progression opportunities and tattoo compliance?
Reference: MCO 1040.31, app c and f; MCO 1040R.35, chap 8, par 3f; MCO 1020.34H, chap 1, par 2a(3)e; ALMAR 044/05; TECOM and MMPR WEBSITE


	Result	Comments 
	0119
	Does review of completed NAVMC 11537 and 11537A (Reenlistment 
Extension and Lateral Move (RELM) Request) reveal that the command is accurately completing each section, as applicable?
Reference: MCO 1040.31 chap 6, par 9


	Result	Comments 
	0120
	Does the Career Planner demonstrate an understanding of the purpose for extensions of enlistment?           	
Reference: MCO 1040.31, chap 5, par 1; MCO 1040R.35, chap 5, sect 3, par 1b


	Result	Comments 
	0121
	Does the Career Planner properly demonstrate the use of local command authority for extensions of enlistment?   
Reference: MCO 1040.31, chap 5, par 1.a; MCO 1040R.35, chap 5, sect 3, par 1b; Current TFRS Message


	Result	Comments 
	0122
	Does the Career Planner properly complete the NAVMC 321a
(Agreement to Extend Enlistment)?           	
Reference: MCO 1040.31, chap 6, par 4; MCO 1040.35R, chap 5, sect 4, par 8e and f; Current TFRS Message


	Result	Comments 
	0123
	Does the Career Planner properly request or demonstrate a cancelation of an extension, to include properly canceling and filing the NAVMC 321a?        
Reference: MCO 1040.31, chap 5, par 2; MCO 1040R.35, chap 5, sect 3, par 6


	Result	Comments 
	0124
	Does review of the dates on the approved RELM in comparison with the DD Form 4 (Reenlistment Contract) show that the Commander is ensuring that the Marine is maintaining the high standards of professional and personal performance that led to the authority for reenlistment being granted on or prior to the execution date?
Reference: MCO 1040.31, chap 4, par 3b, Approved TFRS RELM 


	Result	Comments 
	0125
	Does the Career Planner properly complete the DD Form 4
(Reenlistment Contract)?
Reference: MCO 1040.31, chap 6, par 3; MCO 1040.35R, chap 5, sect 4, par 8e; MCO P1070.12K W/CH 1, chap 4, par 4003; Current TFRS Messages


	Result	Comments 
	0126
	Does the Career Planner properly complete the required incentive and/or retraining Statement of Understanding?
Reference: MCO 7220.24N; Current FY Reserve Incentive and/or LATMOV/Retraining MARADMINs

	Result	Comments 
	0127
	Does the Commanding Officer, Career Planner, and requesting Marine sign and date all RELM responses from CMC?          
Reference: MCO 1040.31, chap 6, par 2; TFRS RELM responses; TFRS WEBSITE - training page


	Result	Comments 
	0128
	Does the Career Planner properly track the delivery of Career Planning forms to the local IPAC for inclusion in the individual Marine’s E-Record? 
Reference: MCO P1070.12K W/CH 1, table 4-1


	Result	Comments 
	0129
	Does the Commanding Officer properly screen and complete Special Duty Assignment (SDA) checklists in order for Marines to be assigned to a SDA?
Reference:  MCO 1326.6 (SCREENMAN), chap 1 par 3d(1); NAVMC 11704; NAVMC 11705; NAVMC 11706; NAVMC 11711

	Result	Comments 
	0130
	Does the Commanding Officer properly recertify Marines within the 60 to 45 day window prior to the SDA class report date?
Reference:  MCO 1326.6 (SCREENMAN), chap 1 par 3a(3); NAVMC 11704; NAVMC 11705; NAVMC 11706; NAVMC 11711

	Result	Comments 
	Subsection 2 – CAREER PLANNER STAFF NONCOMMISSIONED OFFICER-IN-CHARGE (SNCOIC) (applies to Regiment and Group level)

	0201
	Does the SNCOIC understand and coordinate the implementation of the current Fiscal Year Retention Campaign Plan?
Reference: Current Retention Campaign Plan (MARADMIN); Current TFRS Messages


	Result	Comments 

	0202
	Does the SNCOIC properly screen and review that the Commanding   Officer, Career Planner, and requesting Marine sign and date all RELM responses from CMC?  
Reference: MCO 1040.31, chap 6, par 2; TFRS RELM responses; TFRS WEBSITE - training page

	Result	Comments 

	0203
	Does the SNCOIC properly screen and review that the Career Planner properly completed the DD Form 4 (Reenlistment Contract)?
Reference: MCO 1040.31, chap 6, par 3; MCO 1040.35R, chap 5, sect 4, par 8e; MCO P1070.12K W/CH 1, chap 4, par 4003; Current TFRS Messages

	Result
	 Comments 


	0204
	Does the SNCOIC properly screen and review that the Career    Planner properly completed required incentive and/or retraining Statement of Understanding?
Reference: MCO 7220.24N, par 4b(4) ; Current FY Reserve Incentive and/or LATMOV/Retraining MARADMINs

	Result
	Comments 


	0205
	Does the SNCOIC properly screen and review that the Career Planner properly completed the NAVMC 321a (Agreement to Extend Enlistment)?
Reference: MCO 1040.31, chap 6, par 4; MCO 1040.35R, chap 5, sect 4, par 8e and f; Current TFRS Message

	Result	Comments 
	0206
	Does the SNCOIC conduct quality control on all RELM requests
submitted by subordinate commands?
Reference: MCO 1040.31, chap 2, par 2a(10); Current TFRS Messages, Current FY Retention Campaign Plan MARADMIN


	Result	Comments 

	0207
	Does the SNCOIC conduct on-site inspections of subordinate
commands?
Reference: MCO 1040.31, chap 2, par 2a(5); MCO 1040R.35, chap 3, par 8d, recent SAV, CGRI and/or CGIP

	Result	Comments 

	0208
	Does the SNCOIC properly complete NAVMC 11778 (Career Planner Evaluation Form)? 
Reference: MCO 1040.31, chap 2, par 2a(8); MCO 1040R.35, chap 3,  par 11; MCO 1040R.35 chap I, par 2d, Career Planner Evaluation NAVMC 11778, Advanced Tools for Coaching (AT4C) Participant Guide, T&R MANUAL


	Result	Comments 
	0209
	Does the SNCOIC conduct and document required monthly follow-on training for subordinate Career Planners?           	
Reference: MCO 1040.31, chap 2, par 2a(8); MCO 1040R.35, chap 3, par 11; Advanced Tools for Coaching (AT4C) Participant Guide, T&R Manual


	Result	Comments 




Subsection 3 – CAREER PLANNER SNCOIC applies to Major Subordinate Element (MSE) and Major Subordinate Command (MSC) level
	0301
	Does the MSE/MSC Career Planner advise the Commanding General on Marine Corps enlisted retention matters? 
Reference: MCO 1040.31, chap 2, par 2a(4); MCO 1040R.35, chap 3,  par 8c


	Result	Comments 
	0302
	Does the MSE/MSC Career Planner understand and coordinate the
implementation of the current FY Enlisted Retention Campaign Plan?
Reference: Current FY Retention Campaign Plan (MARADMIN); Current TFRS Messages


	Result	Comments 
	0303
	Does the MSE/MSC Career Planner properly action RELM requests for local command authority for extensions of enlistment?
Reference: MCO 1040.31, chap 5, par 1a; MCO 1040R.35, chap 5, sect 3, par 1b; Current TFRS Message


	Result	Comments 

	
0304
	
Does the MSE/MSC Career Planner conduct on-site inspections of subordinate commands?
Reference: MCO 1040.31, chap 2, par 2a(5); MCO 1040R.35, chap 3, par 8d, recent SAV, CGRI and/or CGIP


	Result	Comments 

	0305
	Does the MSE/MSC Career Planner properly complete NAVMC 11778 (Career Planner Evaluation Form)? 
Reference: MCO 1040.31, chap 2, par 2a(8); MCO 1040R.35, chap 3,  par 11; MCO 1040R.35 chap I, par 2d, Career Planner Evaluation NAVMC 11778, Advanced Tools for Coaching (AT4C) Participant Guide, T&R MANUAL


	Result	Comments 

	0306
	Does the MSE/MSC Career Planner conduct and document required quarterly/annual follow-on training for subordinate Career Planners?
Reference: MCO 1040.31, chap 2, par 2a(8); MCO 1040R.35, chap 3, par 11; Advanced Tools for Coaching (AT4C) Participant Guide, T&R Manual


	Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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